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NOTARY NOTICES

Here at Team AICPA, we are pleased to provide you with on-site Notary Publics who can notarize your important
documents. However, if you require the services of a Notary, please keep the following in mind:
All signing parties must be present. For example, if an employee has a document that needs to be signed by his or

her spouse (such as a 401(k) loan application), the spouse must also be present to sign—Notaries cannot accept
already signed papers.
All documents should have the proper wording already incorporated. The Notary’s job is to fill in the blanks,

sign, stamp and seal the document—only on rare occasions will a Notary be attaching a certificate because the
proper wording is not already on the document.

Please be considerate and call ahead for an appointment. To find out who on staff is an AICPA Notary, please
check the Team AICPA Telephone Directory for those employees with a † symbol next to his or her name.
CALLING ALL PARTY TIME RS

The Holiday Party Planning Team is looking for new faces to contribute their fresh ideas on how to celebrate
around the holidays. The Team meets once every two months and alternates meeting sites between New York and
New Jersey. Meetings last about 2 2½ hours and will cover all details in planning an upcoming event—such as
booking the hotel, choosing the food, creating/printing invitations, selecting the entertainment, and purchasing
raffle prizes. The next meeting will be coming up in March. To join, please contact Donna Wolf at x6103.
THANK YOU CARMEN BRUNO

We’d like to compliment Carmen Bruno, who coordinates conference catering at the Harborside location, for her
good deed. Last week Carmen found two rings—one gold, and one with diamonds and sapphires—and turned them
in to Irene Kassimis in Facilities Management. Irene reports that a very grateful employee in Credit and
Collections claimed them. Thank you Carmen!
THE MORE THINGS CHANGE...

The more things change, the more we need to hear about them in HR!
If your personal information has changed—such as a new home address or telephone number, a new in-case-ofemergency contact, etc—you need to let Human Resources know by filling out and sending in a Personal Data
Record form, which is available from Human Resources.
Certain qualifying events also mean it's time to fill out new paperwork. For example, you may want to change your
benefits elections if you have a change in marital status, birth or adoption of a child or the addition of a dependent
in your family, or if you have a spouse who is no longer covered under his or her employer's plan. Maybe the time
has come to change your life insurance beneficiary or 401(k) beneficiary. Whatever the qualifying circumstance, it's
a good idea to check in with the HR Team. If you work at Harborside, visit our forms rack located on the 3rd floor,
or contact Tracey Argenzio in NY at x6228 or Ela Work in DC at x4260 as soon as you can so records can be kept
^o date.
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JURY DUTY CHECK LIST

Have you been summoned for Jury Duty? The following checklist should help avoid any confusion.
Before your first day:
1. Notify your Supervisor directly. Please do not ask a co-worker to pass along the information for you.
2. Give as much advance notice as possible. This is recommended so there is time to rearrange schedules, order a

temp, or make whatever other accommodations are necessary while you are out.
3. Fill out and send in an Absence Request Form to HR. Please do so before your first day. Don’t forget to
attach a copy of your summons with the Absence Request Form.
4. Bring your Supervisor’s work number with you to court. It’s always a good idea to touch base when you
can—especially if you are put on a case that lasts longer than the number of days you thought you might be out.
BARRY’S “VISION FOR THE FUTURE” VIDEO NOW AVALIABLE

Starting this week, Barry’s opening remarks from the November 17, 1997 AICPA Leadership Conference—where
he discusses his vision for the future of Team AICPA—are now available on VHS video. This is highly
recommended viewing for all teams at a regular team meeting. To borrow a copy, please contact Dylan Clear in NJ
at x3493, Tracey Argenzio in NY at x6228, or Ela Work in DC at x4260.
CLICK ON VIC

It’s fast, effective, customized and company wide, it’s VIC!—HR’s Virtual Information Center on
Team AICPA’s Intranet. But how do you get to VIC? It’s easy:
First: From the Network Applications menu on your PC, click on the “New Applications” window (looks like a
rainbow)
Next: Open the “AICPA Intranet” window
Then: Open the “IWARE Start” window and click on “OK”
Next: Open the “Netscape” window
Now: You’re in the “Team AICPA Intranet” main menu. From it, select “Human Resources Information”—and
you’re there! If you encounter any problems accessing the Intranet, call the PC Helpline at x 4357.
VIC PICK OF THE WEEK

Starting this week, FastFact will be highlighting one of the many information resources found on VIC. This week’s
VIC PICK is Training. All AICPA employees are encouraged to take advantage of the numerous skill sharpening
and professional development courses furnished by our Training Team, and VIC’s Training information provides
an all-in-one place to get all of your questions answered. Wondering what programs are available this month? Click
on “Training Calendar” for a month-by-month list, and look under “Program Descriptions” for more complete
information. Did you know there’s a new registration process? Better check out “Registration Process” for that
information. Unsure how to approach your manager about participating? In “Training FYI” there’s tips on how to
make the first move. Plus “Training Frequently Asked Questions” will provide answers to the 12 most asked
questions about AICPA’s Training program. Check out VIC’s Training information today!
E-MAIL US YOUR FASTFACT ITEMS

Don’t forget: if you have any issues you would like to include in an upcoming edition of FastFact, you can send
your notices, ideas and information to us via e-mail. Just type in “FastFact” for the address line of your e-mail to
reach us. While we can’t publish all items right away, we certainly will try to publish what we can as soon as we
can. We look forward to your input.
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